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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                                                                                                                                                                                                               

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: Fisheries Liaison Officer
	From Name: Northwest Fisheries Science Center
	Routing Code: F/NWC4
	Address: 2725 Montlake Blvd East
Seattle, WA 98112-2097
	Telephone Number: 2068605616
	Telephone Extension: 
	Billet Title: Program Manager
	Billet Number: 2135
	Rank Requested: O-4/5
	GS_GM Equivalent: GS-13/14
	New Billet_Yes: 
	Immediate Supervisor: Dr. Elizabeth Clarke
	Title: FRAM Division Director
	Supervisor_Telephone Number: 2068605616
	Supervisor Telephone Extension: 
	Educational Requirements: Education or background in Fisheries Biology, Marine Ecology, Marine Science, Oceanography, or Marine Policy.  Advanced degree in marine or environmental science preferred; Marine Policy, Business Management, or Public Administration acceptable.
	Other Qualifications: Officer should have good familiarity will all NOAA line offices, strong knowledge of NOAA's personnel system, good understanding of NOAA's budget process, excellent written and oral skills, must possess a strong administrative ability.  The incumbent should have experience in fisheries research, field activities and support operations.
	Billet Description: This position is located within the Fisheries Resource Analysis & Monitoring (FRAM) Division of the Northwest Fisheries Science Center.  The physical location of this billet is Newport, Oregon.

The Officer serves as the FRAM Division Program Manager for the Newport Research Station and is a member of the Division's upper level management team.  Responsible for the day to day supervision of the Division's personnel and activities at the Research Station.  Supervise team of scientists and technicians responsible for executing monitoring surveys of managed west coast groundfish species.

	Supervisory Billet_Yes: X
	Supervisory Billet_No: 
	If Supervisory Billet_Number: 15-20
	If Supervisory Billet_Grade: Contract to GS-14
	Duties and Responsibilities: Responsible for the day to day first line supervision of approximately 15-20 persons ranging from entry level personnel to GS-14 federal employees in various scientific, technical support, and administrative disciplines. Responsibilities include; provide leadership and guidance to staff, provide, encourage, and support training opportunities, initiate and administer awards, write performance appraisals and conduct performance reviews, counsel employees and initiate discipline actions when warranted, approve and schedule employees leave, develop staffing and budget plans, oversee the daily/quarterly/yearly tracking of the budget and approve all purchases, serve as approving official for bank card holders, conduct interviews for hiring new personnel and oversee administration and compliance with support contracts, develop FTE position descriptions, facilitate biweekly staff meetings, coordinate Division's weekly newsletter submissions, and assist with issues surrounding the Division's resources in Newport.

	Career Development Opportunities: This billet provides an excellent opportunity to be part of the upper level management of one of the NWFSC's largest Divisions dealing with critical scientific and socioeconomic issues on a daily basis.  This billet provides both personnel and fiscal management responsibilities.  The incumbent will possess skills in both program and office management.  The Officer will have the opportunity to interact will all levels of NOAA and NOAA Fisheries Management as well as with academic, state,  and federal entities, and the private sector.  The incumbent will either possess or develop skills of tact, diplomacy, patience, forthrightness, communication, planning and organization.
	Additional Comments: #2 Duties & Responsibilities (Cont)

Assist in the provision of scientific data required for the assessment and management of West Coast Pacific fishery resources and ecosystems, assist with the improvement in the quality and quantity of this data, and support of the communication of these results to various audiences.

Additional duties include; serve on committees to evaluate operations and research projects/surveys and make recommendations for improvements, collaborate with other branches of NMFS and NWFSC units to assure collection of data required for assessments and other research programs, and interact with other agencies, institutions, organizations and other federal, state and local governments in the development and implementation of cooperative research programs and the promotion of Division objectives.

Foster a safe work environment for all employees with an on-going focus on safety and health issues.  As directed, successfully complete approved workplace safety training classes.  Promote workplace and home safety awareness and training within the Division.  As directed, conduct and document safety inspections in area of responsibility within the workplace.  Ensure that any unsafe condition in the workplace is addressed in an expedient manner and directed to facility safety manager and Division Director.

Keep the Division Director apprised of the status of the research station, its staff, and their projects.  Coordinate all Division activities in compliance with the Division Director's goals and objectives.  Seek guidance and clarification where warranted.

	Supervisor Signature Date: 
	New Billet_No: X
	Billet Priority_A: X
	Billet Priority_B: 
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


